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BW/BI Custom Report Exercise 2 – Free Characteristics

Personnel Area has been added to the report before Job.  

Position properties are set to show the “Result Rows”: 
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BW/BI Custom Report Exercise 2 – Results Rows

To remove the Result Rows from the results:

1. Right click Position

2. Select Properties � Characteristic

3. Display Results � Never

4. OK
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BW/BI Custom Report Exercise 2 – Results Rows

Results Row is removed from the report:

Some objects may have  “# Not Assigned” : 



5

BW/BI Custom Report Exercise 2 – Select Filter Value (Exclude)

BW/BI Custom Report Exercise - 2

To remove the “# Not Assigned values:

1. Right click Job

2. Select Filter � Select Filter Value

3. Select # Not assigned

4. Click the “Add” button

5. Select # Not assigned in the Selection portion

6. Click the red (exclude) icon

7. Click OK
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Report results will no longer display the “# Not assigned” for Job:
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Some reports have sub-reports, you will only see the “Goto” option in the context menu if that report has a 

sub-report. 

For the Position / Personnel Master Listing report:

1. Right click a specific position

2. Select Goto � Employees in Position
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The Employees in Position will be generated for the specific position that you selected.
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To select the Key Figures that you want to see 

displayed in your report:

1. Right click on Key Figures

2. Select: Filter � Select Filter Value

The Select values box is displayed.

In the Selections side, select the ones 

you want to display, click the Add 

button, and click OK:

The report will be displayed 

with those Key Figures. 
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If you want to remove the Key Figure filters:

1. Right click Key Figures

2. Select Filter � Remove Filter Value

Report will be displayed with 

the Key Figures filter removed:
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If you have made “many” modifications to the report and decide you don’t like the changes, right click on 

any object that turns the cursor into the pointing finger.

To put the report back to the way it was when you initially ran it:

Select: Back � Back to Start
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The report is back to the way it was when you initially generated it.



BW/BI Custom Report Exercise 2 – Keep Filter Value
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To filter your report on the “Keep Filter Value”: 

1. Right click on the value you want to filter on

2. Select � Filter � Keep Filter Value
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This will give you data for that specific value ~ BUT, it removes the Characteristic from the 

report results and just displays the data for that specific value.
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You can remove the filter by using the Filter � Remove Filter Value:

That removes the filter, but does not add the 

Characteristic back into the report results.



BW/BI Custom Report Exercise 2 – Remove Filter Value

BW/BI Custom Report Exercise - 2 16

To have the Characteristic displayed, you must add it back into the report manually. You can do this by 

dragging and dropping the Characteristic back to the section you want it to be in. (Columns or Rows)

The Characteristic will be back in the 

report results:



BW/BI Custom Report Exercise 2 – Change Drilldown/Swap

BW/BI Custom Report Exercise - 2 17

To swap Job with another Characteristic:

Right click on Job: Select � Change Drilldown � Swap Job with � Organizational Unit:

Characteristics are swapped:
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To swap the Columns and Rows, Select � Change Drilldown � Swap Axes:

Results will display with the Columns and 

Rows data swapped:
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To undo the Swap Axes, Select � Back � Back One Navigation Step



BW/BI Custom Report Exercise 2 – Filter and Drilldown By
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To see data for one specific object:

Right click on that object

Select Filter � Filter and Drill 

Down By � Personnel Area

Results are showing for Personnel 

Area, but only for the specific 

Organizational Unit that was 

selected:
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To create a Bookmark:

1. Right click on any object that turns your cursor into a “pointing finger” cursor.

2. Select � Broadcast and Export � Bookmark:

Click the “Allow access” button:
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The “Save Bookmark to Browser Favorites” is displayed. Select the “Add to Favorites” button:

The “Add a Favorite” box is displayed. 

Click “Add”:
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The “Bookmark” has been added to your Internet Explorer Favorites. You can now run the report 

from your Favorites with all the changes that you have made to it.

You will be required to log into the Portal (if you are not Single Sign 

on) and the variable screen will be displayed with the variables you 

used when you created the Bookmark. You can change the variables 

before you run your report.
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The “Copy to Clipboard” option lets you copy the Bookmark link so you can send it to another BI User. 

NOTE: the person you send the link to, MUST be a BI User in order to generate the report. After copying the 

Bookmark link, click the “Close” button to close the “Save Bookmark to Browser Favorites” box:

The Bookmark link can be copied and pasted into a document or email and sent to another user to run:
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BW/BI Custom Report Exercise 2 – Change Drilldown/Drill Down By

BW/BI Custom Report Exercise - 2

To add Characteristics to your report with the Context Menu:

1. Right click the Characteristic you want to add

2. Select Change Drilldown � Drill Down By � Horizontal (Columns) or Vertical (Rows)
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Vertical was selected and the Characteristic is added to the report results in the Rows, 

at the end of the section:
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To access the Characteristic properties:

1. Right click the Characteristic

2. Select � Properties � Characteristic

The property box for the Characteristic is 

displayed. You can determine how you want that 

Characteristic formatted on your report:



BW/BI Custom Report Exercise 2 – Filter/Settings

BW/BI Custom Report Exercise - 2 28

In the header portion of the report, the “Last Data Update:” will display the date and time the data in 

this InfoProvider was loaded (MultiProvider “Last Data Update” is accessed through the “Information” 

button on the toolbar). 

There is also a “Filter” and “Settings” links:

The “Filter” link will display a screen that will 

allow you to change the filter options for all the 

Characteristics in the report. To make changes 

to the filter:

Click the dropdown arrow and select � Edit
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The “Select values” screen is displayed. Select the values you want, add them to the Selections, 

and click ok:
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The “Settings” link will display the query properties box. This gives you the option to change the way your 

report is displayed:
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To format a Key Figure:

1. Right click the Key Figure you want to format

2. Select � Properties � Data Cell

The properties box for that Key Figure 

is displayed. You can change how that 

Key Figure is displayed on your report. 

By selecting “Highlighting” under the 

general tab, that will put that Key 

Figure column text as bold:
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By choosing “All Data Cells”, you 

can format all the Key Figures at 

one time:

The “Properties of all data cells” is displayed. By selecting the “Highlighting” option, you will bold all 

Key Figures in the report.
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To access the Axis properties:

Right click � Properties � Axis

The Axis properties is displayed. This gives you the 

option of where to place your Overall Results row 

and to suppress the zero’s in the report.
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The Overall Result row was switched from bottom to top:
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You can also us the Axis properties to display the data in a Hierarchical format.

1. Add Business Area and Organizational Unit to the report results

2. Right click Organizational Unit

3. Select � Properties � Axis

In the “Row axis properties”, check “Display 

axis hierarchically and…drilldown to: Use 

the dropdown box to select. Click OK.
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The report will be displayed with hierarchically drilldown capabilities. 


